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From: Joseph Leizear A S T'hu'rsday - October 19, 2006 12:53 PM

<josephl@mdsa.net>
To: "Richard Herring" <Richard.Herring@dgs.state.md.us>
CC: <kimm@mdsa.net>
Subject: old retention schedule no. 255
Attachments: Mime.822 (3149 bytes) [View] [Save As]

Richard,

We are missing our copy of an old retention schedule for the Comptroller of
the Treasury schedule no. 255. Would you by chance have this schedule on
file and if so can we get a copy of it? It has since been superseded by
schedule no. 1836 but we want to maintain a complete set of records.

Thanks,
Joe Leizear

Joe Leizear

Deputy Director of Appraisal and Description %
Maryland State Archives ng&
350 Rowe Boulevard
Annapolis, MD 21401

410.260.6463 /42”&

0CT 26 2006

RECEIVED |

MARYLAND STATE ARCHIVES

http://dgsmail .dgs.state.md.us/gw/webacc?action=Item.Read&User.context=fx0syORk3kj9gs5Bq5&lte...

10/24/2006
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UEST FOR RECORDS RETENTION:  “DULE

COMPTROLLER OF THE TREASURY

(9-1-3) . E%HEDI{LE
Hall of Records To .. Submitted to the Records Managemé..c Division o 255
Commission Hall of Records Commission PAGE
. NO. 1.
1. Requesting Agency

2. Division or Bureau of Requesting Agency

RETALL BALES TAX DIVISICR

Dispose of present accumulation. No

odditionat accumulation is  anticl-
pated. Records have ceosed to have value
to warrant retention.

3. Authorization Requested (Check only one of the squares below).

Establish retention schedule for ra-
cords for which there Is o continuing
occumulation. The records will ceose to

Microfilm and  destroy originals.
Originals if not microfilmed would be
- retoined for the pariod of time indicoted.

have volue to warrant their retention after
the period of time indicated.

4 5. Description of Records 6. Recommendation
ltem Describe records accurately. [nclude title, form number, size of documents, of Hall of Records
No work or activity to which the records relate, inclusive dates, and quantity and Board of Public
) tcubic or linear feet). Show recommended retention period. Works.
1¢ | LICENSE F1IE

Sises 5% x 83"

Datost 1947 = =

Quantity: 26 dravers

File Arrangement: Rumerical in two sordes: (1) Baltimore
| City, (2) a1l aothers

Anmial Acoumilations draver .

Audits State

Index: Yes (See Item L)

A copy of each licenss issusd 4s retained by the Division,
changes in addregs or business axre noted on the license.

buginess is s0ld a new license sust be obtoined. The license shows
name, address, cods mmber of type of business, license number, and
acoount nurber. The license and account nusbgrs of Baltimore City

licenses are the samaj this 15 not trove of licenses outalde of
the City.

RECOMMENDATION &

RETAIN PERMANENTLY,

APPROVED
HALL OF RECORDS COMMISSION

CHIEF ACCOUNTANT

Title

Q-w@/%((
V4 Toee”

| Schelfule Authorized as Indicated in Col. 6 by Hall of

¢/72/8%
77

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

JUN 11 1956 W

Date Archivist

Records Commission. .

Date —=e=""__ Secretary
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, FORM $#HR-aM 1A : SCHEDULE -
@83 Ri_JEST FOR RECORDS RETENTION SCi._JULE No.. T 92355
Hall of Records (Continuation Sheet) . PAGE
Comminion NO. 2,
5. Description of Records 6. Recommendation
of Hall of Records

include title, form number, size of documents,

ﬁ'em Describe records accurately,
No work or activity to which the records relate, inclusive dates, and quantity and Board of Public
: {cubic or linear feet). Show recommended retention period. Works,
20| TAX ACCOURT FOLDER -
' [
Datess 1947 « « &
Quantity and File Arrangenent: Account Folders ere filed =
numerically in the following catogoriocss o
w S
Baltimore City: : > <
© A
Aotive Accounts 380 drawers e o
8014 or Digeontinued Businosse )
(Closed accounts) 23 drawers a. &2
Inactive Accounts (Seascnal < o
Businesses) Ll drawers S
e
cmz‘l{‘t:.ina: =
(‘}{;;\3“‘:"lhct¢vva Aecounte 5§20 drawers
, 4dt-  Sold or Discontinved |
G L}_ (Closed Acoounts) . 38 drawers
DL Inactive Acoownte
--"\(\'{» (Seasonal Businosscs) 5 ._dram
Out-of-3%ate and Washington, D.C.s
Active Accounts 60 dravers
Sold or Discontinusd .
{Closed Azcoumts) - S drawers
Inactive Accounts . .
(Seasonal bvusinesses) _ S_ drewars Lmd
Consolidated Accowmnts f; X
ol (>
Active Accounts 16 drawera -
3014 or dissontinued . -l
(Clomed Accounts) 1 drawer ;:.’
Btored at Tepartment of Budget and - = w;
Procurement Warehouses RO
o

Sold or Discontinued
{Closed Acoounts),all categoriea 288 drawers or | - -
tranafiles | -

Sales Tax Monthly Report (Form RSTD 3
(Removed from active sccounts for =
years July 19Lk7-NDecember 1950) 116 tranafiles a

Total 2,250 cubde feet in 1,501 drawers
Annual Acoumulations 165 drawers, 250 cuble fest)

Audit: State and Division
Index: Yes (See Item L)

Ve 40Pt panras nn




FORM BRRM 1A
(9-1-33)

Hall of Records
Commission

SCHEDULE
NO, '

Rs_ JEST FOR RECORDS RETENTION SCi_.O0ULE

295

PAG

(Continuation Sheet)
: NO.

4 Describe records accurately,
work or octivity to which the records relate, inclusive dates, ond quontity

(cubic or linear feet). Show recommended retention period,

{ t'em
No.

-5. Description of Records
Include title, form number, size of documents,

Works.

6. Recommendation
of Hall of Records
and Board of Public

Argy
the

A folder for each such business
following recoxdss

RSTD-1
RSTD-3

A.

B,

l L b{;\)

REOOMMERDATICON o

RECOMMENDATIONs RETAIR ALL OTRER RECORDS UNTIL THE ACCOUNT IS

.\ Disposable Amownts 38.ouble feet

bmm-swmummmmmam-mmm
Rotall Sales law mugt £ile mnonthly reporte with the Division.
1s majntained containing the

Application for Waryland Retail Sales and Use Tax

licanse
Retall Sales and Use Tax Report (monthly) - although
dfferent colored forms are used, information cn
the forms is identdoals , '
White - Baltimore City
Oreen « County
Yollow = Outeof-State
Yollow with Red Margin - Washing, D. C.
Othsr forms which may be in the folder are:

Retail Seles and Use Tax Report - ammual. (Discon-
tinued 1n 1948)

Change of Address

Use Tax Report

Amanded Return

License Cancellation

Aspogenant _

Notification of Delinguonsy or Penalty and Interest

Chargu
Retail Seles and Use Tax Report « Rave Treck Vendors
Correspondence :
RETAIN RETAIL SALRS AND USE TAX REPORTS (FORM
RSTD=3) and THE ARNUAL SEPOR?T (RSTD-9) FOR SIX
YEARS AND THEN DESTROY.

CIOSED AND FOR SIX YEARS THEREAFTER AND THEN
DESTROY.

Form Ro.t RSTD-12%
8ise: S" x On
Datest 1547 = «
Quantity:s 38 trays active, L0 treys inactive,

38 oudde feet storage (100 owdie feet total)

t Numerieal ~
Acounmulations 30 oudde foot total)

Auiit: State and Division
Indox: Yen (eee Item L)

A lodger card is prepared for easch licenses. It shows the monthly

| an

o
Ly O
- O

o
OQ
= &
la
::‘a:

e
ja]
—
—
<L
fon o)

HSSION

i




SCHEDULE
NO.

, EORM HR-BM 1A I
P tems RL_ JEST FOR RECORDS RETENTION SCh._oULE 255
* Hall of Records (Continuation Sheet) PAGE
Comrﬁluion : NO. be.
5. Description of Records 6. Recommendation

Include title, form number, size of documents, of Holl of Records

ﬁ'em Describe records accurately.
No work or activity to which the records relate, inclusive dotes and quantity and Board of Public
: (cubic or linear feet). Show recommended retention petiod. Works.
ts, tha total ts to date, snd the period coversd by

paymen:
&mmt.-mmmded@odmrwm' entrias,
w cards for all active accomnds are prepareds.

Every four years e
mplaoedcardsmplacedinﬂnimcﬁvememdemuarm
are sent to storege.

RECGMMENDATIONs RETAIN WHILZ CURRENT AND FOR AN ADDITIONAL SIX
YEARS THEREAFTER; THEN DESTROY. |

Lk, | INDEX TO TAX ACCOUNTS

Siza: 3" x 5%

Datess 1IOLT « =
Quantitys 141 drawers (12 Gudds feat)

File Arrangements Alphsabe

Information shown on the indax is numa, address, license muber,
sccount number, and business olassifisation. At present (mw.1956)

cards of pold or dsvontinusd businsages are baing
phoedinanpmtoiuouwﬁh.

REGOMMENDATIONS RETALN PRRMARENTLY.

Se | US98 TAX REFORT

Form No. WBQ
Sises B8 x 1x* .

APPROVED
HALL OF RECORDS COMMISSION

- Datess 1947 = - N

Quantitys 12 drawers (18 owdde feet) oo

File Arrengenents Wﬂm i

Anmual Accumulations 2 drawery T

Dispossble Amownty 3 drawers (L} cwbic Loot)

mnm State Qﬁi’ (At Qg7 S )- J&/\g\ry ; ;,;“
Tangible personal property mhsudtrumm.umdvm CLaE
mtbomporudtoﬁnmudmmthh and the tax paid. w7 e
The report 15 submitied either by the vendor or the purchaser. &
Very littls reference is made to tho Reports after the audit is Do
complated. o
RECOMMENDATIONs RETAIN FOR SIX YBARS, P
6. | VALIDATING REGORDS ‘ - ;Ss

Dates: 1950 « =

Quantitys 20 drewers in offics plus 50 ouhd.c feat stovrage
{total 80 cubdc foet)

File Arrengaments Chronological

Anmual Accumulationt 14 ocudble feot

Dlapoaable Amounts 30 cuhu foat

Audits State




, FORM HRIM 1A SCHEDULE )
(e-1-83) Ru_ JEST FOR RECORDS RETENTION SCh_oULE No. 255
Holf of Recards (Continuation Sheet) PAGE
Commission 1 No. s
. &
4 5. Description of Records 6. Recommendation
Ite Describe records accurately. Include title, form number, size of documents, of Hall of Records
Nem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o. (cubic or linear feet). Show recommended retention period, Works.

Aomﬁﬂchackmdaibmiptaumwmdmnbyemm

pleked up and corrested immadiately. '_

RSTD-121 mveucm-aummamaemh"bahh" of'r:?mmmy
returns &3 they are proeossad, each prmsaing
ncﬁmiamhdmﬂam

vmdatingmomm’r -pmparodatt&mmt
mdicatadonthnmtm is chaoled against the
amoumt shown on the chock.

Poating Machine Tape « prepared as entries are posted
mmmmmmxmm

Monthly Trial Balance Tapes

RECKYMENDATIONS RETAIN FOR THRES YRARS OR UNTIL AUDITED, WHICHEVER
I3 LATER, AND THEN DESTROY.

EXEMPTION FLLE - NQH-FROFIT INSTITUTIONS

Bizes 5% x 8¢
Datess 10LT » »
Quantity: 2 drawars

File Arrangements Numerical
. 1 or 2 Ansar inches
Indexs Yea, alphabotical , oo
Honeprofit inatitutions and organizaticna are sxmmpted from the o~
mnont of the Sales Tax. PRxewpltion Certificatas are issoed on e
form, a copy of which 1s retained ih a numerical
ﬁh. AmmmpMnmrtammamnmuﬂl

file, Oncs the exemption is granted it nesd not be renewed
cortificats chows name, address, and certificste wamber,

RECOMMERDATIONS RETAIN PERMANEWTLY.
RON-PROFIT INSTITUTION EXBMPTION CORRRSPONDENGE A

Datess 1947 ~ -

Quantitys 3 drawers

Flle Arraengement: Alphabetical :
Amudl Acoumulations 2 to 4 linsar inohes
Disposable Amounts 1 drawer

Correspondence with various institutions end crgamisstions
with exsption from the Sales and Use Tax. The file is referred to |
‘ jretodants as

for administrative purpeses particularly to estadlish
a baste for approving or refusing sn eyemption application and for

APPROVED
HALL OF REGORDS COMMISSION

1.

8.




GAM MRNM 1A

Ru _JEST FOR RECORDS RETENTION SCir._.OULE

SCHEDULE
No.

255

(8-1-53)

tall of Recards (Continuation Sheet) PAGE

Comminlon

No. 6. .
4 5. Description of Records 6. Recommendation
Item Describe records accurately. lnclude title, form number, size of documents, of Hall of Records
No work or activity to which the records relats, inclusive dotes, and quantity and Board of Public
' lcubic or linear feet). Show recommended retantion period. Works,

revisw AL an organivation changes ite scope of operaticn.

RECOMMENDATIONs RETAIN ZOR THRER YRARS; THEH REMOVE AND RETAIR
LY RECORDS HAVING CONTINUING ATMIRISTRA-

PERMARENT
TIVE AND IEGAL VALUE AMD DESTROY ALL OTHER MATERIAL.

9 FUBL TAX EXEMPTION

Sizes 03® x 11v
Datess 1947 « ~
Quantitys 1 drawers

Cortain types of fwol sales (electricity, ateam, gas, coal, and
tion of the Sales Tax. Ths Applice-

0il) are sxompt from the opers
tion for Exemption (Form RITD-16) shows the applicent's name,
sddrase, type of business, name of company who supplics the fuel,
the roter mumbers, the purpose or uss of the fusl and resson the
purchage is exengt. Upont epproval of ths Application en Emavption

cheser, meter wumbers, supplier, and
The certificate is permanant, changes in meter nusbers
ave notad on the origimal spplicationa and cortifisaten.

The index, on 3" x 5% cerds, is $iled alphabetdsally and shows the
name of the organization exsmpted, exesmption nucber and supplierts | -

APPROVED
HALL OF RECORDS COMMISSION

7 RECOMMEYDATIONS RETAIE VHILS APPLICART REMAINS I¥ DUSINESS AND .
“FOR TRREE YRARS THEREAFTER, THEN IMESTROY.

-

10. | REFUND FIIE (1ECAY, SBECTION) ’ =

Dates: 1947 « »
L drawers A

:
§
?
]

2 TN

1ate ... ..

Auvdits State

MaﬂhmmsmNmmcmdwnhanM such as
ecrmupondamo, audit wvork sheats, invoices in eupport of proof
of paymen meﬂmTuW(m,’o), Applieation
for noenm (R3TD1), investigators' snd anditars’ werkehoots and
etes The data is reforred to for precsdents end as such

reports,
the majority of it muat be retained permanantly.

RECOMMERDATIONs RETAIN FOR SIX YEARH, THEH REMOVE ARD RETAIN
PERMANENTLY ALY RECORDS HAVING CONTINUING LEGAL

ARD ADMINISTRATIVE VALUE AND DESTROY ALl OTHER
MATERXAY.




., FORM HRAIM 1A

SCHEDULE
NO.

(0:483) . R._ EST FOR RECORDS RETENTION SCh_JULE 255
Hall of Records (Continustion Sheet) PAGE
Commisslon NO. T
a 5. Description of Records 6. Recommendation

Describe recards accurotely. Include title, form number, size of documents,

of Hall of Records

m%m work or activity to which the records relote, inclusive dates, and quantity and Board of Public
) {cubic or linear feet). Show recommended retention period. Works.
1. ADMINISTRATIVE ACCOUNTIIG RECORDS

e A thra AL _Ancluding form statement)

Datess 1947 = = -

Quantity: 11 drswers in office, 15 boxws in stosuge
{total L6 cubic fest

Fils Arrangoments Chronologlsal

Armmual Accowrmlationy 6 ocuble feet

Audit: Stote :

This item includes all atandard aceounting fomas ussd by State
agencias am supporting data to the final book of entry. The final
books of entry are to be retained pormanently. Specifically these
supporting yreocyds ares

Comptrollsr of the Treasuwry

30!3 Ho. .
Memorendum of Adjustment
B-1-8 Diatribution of Chatges
-7 Bel and B~ Trangsittal -
D=} Certdticate of Deposit and Bank Daposit Slip

R~2 (formerly Mi-2) mm;n:ﬁnofsnumuommm,
Distribution of Unsxponded and Obligated
Balences '
Monthly Statememt of Balances -

Purchasing Bureau {Department of Budget and Procurement)

1-A Requisition for Supplies
L7-A Purchase Ordor
100-16 Out-of=Scheduls Requisition for Sunplies
39-A and LO-A Stores Requigition
CFe2 Copy of Contract Awarded
CFal Cepital Fund Requisition for Equipment
100/24 Actual Emergency and Repairs Report
27-A Copy of Contract Awvarded
CF-3 C of Contract Awarded
very Invoice '
26-A Notice of Award of Contract
52 Credit Memorendum
51 Repord of Partial Delivery
Budget Burean (Department of Budget and Procurement)
BB~1l (Reov.) Formerly 8B-l and BB~2
Budget Schedule Amendmant Shoet
B.P. Inve 101 Report of Fived Asgets (anmual)
B,Ps Inv. R102 Report of Materials and Supplies (anmual)
BePe Inve 6 I-Iat?rlnu:ﬁnd Supplies Physical Inventary
am

Budget Form Noa. Budget Estimates Flsoal Year (13 pages

=
=
v
@
=
D=
tad O
- ©

wy
© A
=
-9
a =
<Ll—
S
-
—t
=
x




SCHEDULE
NO. T C

. FORM HRaM 1A
' Ry _JEST FOR RECORDS RETENTION SC:..OULE

(9:3-83)

Hall of Records

Commisslen

4 . 5. Description of Records 6. Recommendation

It Describe records accurately. Include title, form number, size of documents, of Hall of Records

Nem work or activity to which the records relate, inclusive dntes, and quantity and Board of Public
o- “{cubic or linear feet). Show recommended retention period. Works.

o m
202
PAGE

(Continuation Sheet)
NO. 8.

w_O‘thcrs

RSTD=215 o Daily Repord of Absentees
RSTD=hO Tims Report
Involces

Expenoe
Vendors Invoices

7Bank Deposit Slips
Staterents

Bank Depogit Heceipts
Canceled Cheecks

chaok Stubsy

RECOMSENDATICNs RETAIN FCR THREE YBARS OR UNTIL AUDITED, WHICHEVER
I3 LATER, AND THEN DESTROY.

ACCOUNTING RECORDS FOR WHICH DISPOBAL HAS BEEN PROVIDED BY A
ETENTTON BURRBOEE - -

APPROVED
HALL Of RECORDS CoOMMmISSIoN

PAYROLL (Prior to July 1, 1953). ‘rhnagnwmofthhwron
form 1s o be retained for five yeors or wntil audited, whichever

is later, and than dsstyvyed. (OCensral Zchodule No. O=1, Item l-d,
spproved by the Board of Publis Worke, January 11, 195h).

PAYROLL JOURNAL « The agenay oopy is to be retained for thres yvars

or until audited, shichever is later and then destroyed. (General

Schadule No. O-2, Item l-d, appreved by the Board of Publio Varks,

meu,mﬁ. ol .

'PAYROLL EXCRPTIONS, Additicns and bsbepbkdss’= The agensy oogy 1a

t0 be retained for thres years or wntil audited, whdochever ia

later, and then destroyed. (Genmeral Schedule ¥o. Ow-2, mmm?.b _

spproved by the Board of Publio Works, Jamary 11, 1554). T

PAY WARRANTS -« The agonoy copy ia t0 be retained for three years or
dastroyed. (Ceneral S

until audited, vhichevor is later, and then
Schadule No. 0-3, Itea 3, approved by ths Board of Public wWorks,

el

oSS

May 10, 195h). L
RECEIVING WARRANTS « The agenoy copy is %o be rotained for three 5
years or until audited, shichever is lzter, and then destroyed. —
{General Schedule No. G-la. Iten 3, approved by the Board of Publie TR
Norka. Hay 1.03 1951‘)0 - _;-:‘-’;
. R

TRANSMITTAL FCRM E=l or B~} (Comptroller of the Treasury Form) is B
tobomtaimdtorﬂweeyaar#mmauﬂhd whichever is later =3
e}

and thon destroyed. (General ’Schedule No. o~5. Iten 3, approved
by the Board of Publie Works, May 10, 195h).




. Foam HnmMm 1A SCHEDULE )
(9-4-33) Re_ JEST FOR RECORDS RETENTION SCh-oULE No. - 255 ;
Hall of Records {Continuation Sheet) PAGE

Caommission : NoO. 9. ‘.

4 5. Description of Records 6. Recommendation

ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records

N work or octivity to which the records relqte, inclusive dotes, and quantity and Board of Public
o {cubic or lineor feet), Show recommended retention period. Works.

13, | MASTER AUTHORIZATION
This state-wide form of the Commlssioner of Personnel is the authors
isation for entering the employee's name on the psyroll or for mak-
ing any changes in the pay rate. It also shows all pay deductions.

RECOMMENDATIONs RETAIN WHILE EMPLOYED AND FOR THREE YEARS AFTER
DATE OF SEPARATION, OR UNTIL AUDITED, WHICHEVER

I8 LATER, AND THEN DESTROY.

OMMISSION

;. | LEAVE RECORDS
Flle includas the following records:

Leave record eard - Form SEC 128-A, a standard state-wids
form prepared annually for each employes.

Leave applications
Doctorts certificates

RECOMYENDATIONs RETAIN FOR THREE YEARS OR URI'IL AUDITRD, WHICHEVER
. I8 LATER, AND THEN DE&TRO!

APPROVED

HALL OF RECORDS ¢

- 15, | MISCELLANEOUS CORRESPONDENCE

Datess A9LT = «

Quantitys L4 drawers .
File Arrangements Alph&oﬁcal byflubjeot
Anmnoal Accumulations 1 cudble foot

COmapondence conoamad tﬁ.th the mums or tha Divisi.on. It
is wlth Federal, State, lodsl and other State agencies, business
and professional organivations, individuals, business firms, eto,

Periodically, correspondence having no eontinm.ng vulue is ro- “n
mmd from the file and d.estroyed. e

RE‘I‘AINFOR'HIEEE!EARS;THERMOVEANDMAII

RECOMMENDATION s
_ . PERMANENTLY REOCRDS HAVING CONTINUING ADMINISTRA~ =
. TIVE AND LEGAL VALUE AMD DESTROY ALL OTHER MATERIAL.| - *

' - Lo

: worr AD mmsrmmou SECTION o=
16, | PROGRESS REPCRT . T
B
Form No.: RSTD 200 : C -fz‘gi :

L .

Sizes 83" x 11 5 o % 8
Q

- Datess June 1953 = =
Quantitys B drawers (12 oubie £eet)

Flle Arrengement: Chronologieal
Annual Accumulationt 2 drawers




-~

FCRM HARM 1A
(9-1.88)
Hall of Records
Commission

Rw. _JEST FOR RECORDS RETENTION SCi..DULE
(Continuation Sheet)

SCHEQULE

No. 255

PAGE

NO. .

4,
ltem
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity

{cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

17.

This report is prepared by sach field suditor far sach c¢all he
nakes. It shows tha auditorts nams, the llocenseq, sscount and
license mxibers, namss of parsons and a caplate
dencription of the results of tha vizit. Sinee any actions talen
as 8 yesult of the auditor!s report are initisted fmmesdiataly and
oompleted vithin a short period of tims, there is littls value to

the report thereaftar.
RECOMMENDATION: RETAIN FOR THRER YBARS ARD TREN DESTROY.

DAILY REPORT

Form Ko.: RSTD-l
Size: 683" x 117

Datess 1948 = =
Quantitys U drawers active, 15 cuble feat inactive

(total 21 cubic fect)
Fils Arrangessuts Alphabotical by name of invostigation
Armmual Accsumulations 2 drawers

Each auditor sukmits this daily report., It shows his nama, the
date, licensest's name and nudar, tims spent, any remarks, amount
ocolleotsd or apsessed. All calls for the day are listed on the
report. The report has been found %o be upeful for many years in
checking ths activities of the investigatora, particularly if

narising the Daily Report has been used (sse Item 1l below).
card w111 be used in the future for continuing reference rathar

than the Dally Reporte

DESTROY .

AUDIT CONTROL CARD

Form No.t RSTD«5) ‘ -
Siges 3" x 5%

Datess June 1553 = «

Quantitys 8 drawers active, 2 drewers insstive.

File Arrangements Alphabetical by nams of auditor and

18,

A card is prepared for sash licensee visiled by the auditor or
investigator. Information shoun is licensse's name, addrses,

accowt muber, license musber, auditor's namo, date asgigned,
date report filad, amount due, amount pald, a trief sumrary of
the 88 report, date clogaed, and on tho reverse the dates

are filed. These cards, like the daily reporte, are used as a

malfessance i3 indioated. Since Juna 1953, a 3* x 5" wdam;m

RECOM/ENDATION¢ . RETAIN DAILY REPCRIS FOR THE YRARS 19L8<1953 FOR

therein alphabetisdd by name of firm. ,

progro
and times of all calls are notad as are the dates progress reports

APPROVED
HALL OF RECORDS COMMISSION

30




SCHEDULE

. FCRM MR-RM 1A R
@1z Ri_JEST FOR RECORDS RETENTION SChuDULE No. 255
Holl of ' Records (Continugtion Sheet) PAGE
Commission NO
i [ ]
4 5. Description of Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
N work or activity to which the records relate, inclusive dates, and quantity ond Board of Public
0. (cubic or linear feet). Show recommended retention period. Works.

reforence soures should any quaouona regarding mudua ‘arise at
pame later date,

20,

RECOXRADATION S
AND FOR TEN YEARS THEREAFTER; THEN DESTROY.

READING FIIE (Audit Seotion)

RETAIN WHILE AUDITCR 1S mmom BY THE DIVISION

Sizes 8% x 1
Datess 1953 « =
Quantitys ) drawver

File Arrangements Chronologioasl
Anmual Acoumulations 6 inches

This file containg a copy of all correspadence originating in the
Andit Section, Also included are inter-offics memos and field

instructions. The file is used for handy refarcnca. Anothsr
copy of the outgoing correspondencs is £ilad in either the Acoount
Folder or ths laegal correspondante £ile as the cass may be. This
Reading File is congidered non-regsord within the me of the

statute governing non-recsord mteria.‘l. (Art. bl. Se0s 155, Annotated

Code of 1951).
MASTER INDEX FILB

Form Noat RSID'-SI

Siges 3" x G

Datess I9UT7 » =«

Quantity:s 30 dravers

File Arrangements Alphabetical by name of licenses
Amual Acsumulations 3 drawers

The face of this card shows the same information as doss the Audit
Control Card (Item 18 ebove). On the reverss, all sations, corres-

pondence, etc., are briefly noted. A new cavd i3 prepared for
sach audit madn of a partioular licenses. All cards of oms lio
are retained in the file, There 4s constant reference to the cards

for followeup and comparative purposes.

RECOMMERDATIONs RETAIN UNTIL LICRKSEE SELLS OR DISCONTINUES
BUBIRESS AND FOR SIX YEARS THERRAFTER} THEN

DESTROY.
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